When writing a piece of work you should provide references to the sources used. A reference is the detailed bibliographic description of the item from which you gained your information. In simple terms, this means the details of the items that you have used, e.g. author, title, date of publication. References are briefly cited within the text, and then given in full at the end of your work in a reference list. Any other items read for background information but not referred to in the text should be given in full at the end of your work in a bibliography.
The Harvard system of referencing This is a guide to the Harvard system but you should always check your course handbook and/or module outline for any further guidance, as your lecturers may prefer a different style of referencing. It is always advisable to check which system you are expected to use and to what extent it may vary from this guide.
Introduction
When writing a piece of work you should provide references to the sources used. A reference is the detailed bibliographic description of the item from which you gained your information. In simple terms, this means the details of the items that you have used, e.g. author, title, date of publication. References are briefly cited within the text, and then given in full at the end of your work in a reference list. Any other items read for background information but not referred to in the text should be given in full at the end of your work in a bibliography.
References are used to:
• Enable the reader to locate the sources you have used;
• Help support your arguments and provide your work with credibility;
• Show the scope and breadth of your research;
• Acknowledge the source of an argument or idea. Failure to do so could result in a charge of plagiarism.
Plagiarism
Plagiarism is defined by De Montfort University Student Regulations as "The significant use by a student of other people's work and the submission of it as though it were his or her own". For more information on how to avoid plagiarism please see www.library.dmu.ac.uk/Images/Howto/ HowtoAvoidPlagiarism.pdf
Citation styles
Various citation styles exist. They convey the same information, only the presentation of that information differs. Most style guides fall into two commonly used systems:
• authordate system (e.g. Harvard);
• numeric system (e.g. Vancouver, MLA).
Whichever system you use, it is important that you are consistent in its application.
This guide is intended to provide you with advice on how to use the Harvard (authordate) system where you supply the author's name and the date of publication of the document referred to within the text. In order to find out more about the document a reader can simply look up the author's name in the reference list. If the author's name is part of the statement, put only the year in brackets:
Collecting and organising references
e.g. Jones (1992) has provided evidence that these figures are incorrect.
If there are two authors, give both: e.g. It is claimed that government in the information age will "work better and cost less" (Bellamy and Taylor 1998, p.41).
Note: if you are giving a direct quotation then you need to include the page number.
If there are more than two authors, cite only the first followed by 'et al. ' (which means 'and others'):
e.g. …adoptive parents were coping better with the physical demands of parenthood and found family life more enjoyable (Levy et al. 1991) .
Note: up to three author names can be given in your reference list/bibliography.
If an author has published more documents in the same year, distinguish between them by adding lowercase letters:
e.g. In recent studies by Smith (1999a Smith ( , 1999b Smith ( , 1999c )…
If you wish to cite a work described in another work
When an author quotes or cites another author and you wish to cite the original author you should first try to trace the original item. However, if this is not possible, you must acknowledge both sources in the text, but only include the item you actually read in your reference list.
e.g. If Jones discusses the work of Smith you could use:
Smith (2005) 
Information found in more than one source
If you find information in more than one source, you may want to include all the references to strengthen your argument. In which case, cite all sources in the same brackets, placing them in order of publication date (earliest first). Separate the references using a semicolon (;).
e.g. Several writers (Jones 2004; Biggs 2006; Smith 2008) argue…

Reference List/Bibliography
Full references of sources used should be listed at the end of your work as a reference list. This list of references is arranged alphabetically usually by author. You may also be required by your tutor to include a bibliography which should list all items used within the text but also include any other sources you have read as part of your research.
Whenever possible, elements of a bibliographical reference should be taken from the title page of the publication. Each reference should give the elements and punctuation as found below. Authors should always be in capitals.
If the author is James Robert Jones this will become JONES, J.R. AbdulRahman AlHaddad would be ALHADDAD, A.
The date in brackets after the author. In these examples, the source (e.g. title) has been italicised; you can also emphasise the source by underlining or typing in bold. It does not usually matter which you use, so long as you are consistent throughout your reference list. For reports known by the name of the chairman or person responsible for the inquiry, include a see reference in your reference list, in addition to the main entry.
References -Books
e.g. Cadbury report -see -COMMITTEE ON THE FINANCIAL ASPECTS OF CORPORATE GOVERNANCE (1992). COMMITTEE ON THE FINANCIAL ASPECTS OF CORPORATE GOVERNANCE (1992) Report of the Committee on the Financial Aspects of Corporate Governance (Cadbury Report). London: Gee
For reports known by their title rather than their author/s, include a see reference in your reference list, in addition to the main entry.
e.g. The Cleveland Enquiry -see GREAT BRITAIN. DEPARTMENT OF HEALTH AND SOCIAL SECURITY (1988). GREAT BRITAIN. DEPARTMENT OF HEALTH AND SOCIAL SECURITY (1988)
Report of the enquiry into child abuse in Cleveland. London: HMSO, Cm 413. Always follow the guidelines in your student/programme handbook.
Market research reports
References -Electronic or audiovisual
Web Pages, emails and CDRoms
Electronic references should contain the following elements: 
References -Reference Works
Dictionaries/Encyclopaedias
If an encyclopaedia entry has a named author then the format for a chapter in a book should be used with the addition of the encyclopaedia volume number. 
AUTHOR(S) (
Classical Works
Principal classical works such as the Bible and Koran/Qur'an should only be included in the text and not in the reference list. Appropriate details should be included but no year should be included.
e.g. 'Remain in me, and I will remain in you. No branch can bear fruit by itself' (John 15:4, New International Version).
